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T.ACTTON REQUESTED - ' .
ESTABLISH DISPOSITION STANDARD; —} DISPOSE OF PRESENT ACCUMULATION;
RECORD WILL CONTINUE TO ACCUMULATE. ™= NO FURTHER ACCUMULATION ANTICIPATED.

B.Earliest & Latest |9.Exact Series Title
Dates of Series

1973-Present ' Childhood Lead Screening Client Case Files

! 0 yhat is the function of the office in which this record series is created?

In August, 1975, the Georgia Department of Human Resources received a $250,000.00 federal
grant from H.E.W. .The grant will expand a one project operation in Savannah to a Statewide
program which will involve Atlanta, Augusta, Brunswick, Savannah and Waycross. Statewide
objectives focus on identifying and screening "at risk" children between the ages of one and
six living in homes'buila'befbre 1950, referring afflicted children to private physicians,
detecting and eliminating lead-based paint from surfaces of dwelling units, developing
community awareness of -the danger and the prevalence of childhood lead-based paint poisoning,
and generating community and individual self-help. T :

11.This file contains the following documents {include form numbers and titles, if any, . gl
and file arrangement). = ‘ o -

SEE ATTACHED SHEET

ATTACH SAMPLES OF THE FILE
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QUESTIONNAIRE Place an "z" 1a the proper enlu-n._ It anaver ieo "YES, please txplain YES NO -l
13. Is this the Record Copy of the series? ‘ [X] [ 171
1k, Is there a duplication of this series in another office or égency? 01 Ix]
15. Is the iR muatibn contained in this series ever summarized or fublished? (x1 [ 1]
Statistical summaries will be covered under

16. Does the series contain classified infofaatisn Tequiring securi

Attach copy of summary or publication. rd No. 300 "Resear ff Statlstlcs Fﬁ ﬁs T ]
Confidential Cllent Information - Quarterly statistical summarles submlt ed to H. §

17. Does the series initiate, amend or terminate agency policies and procedures? [ T ([x]

18. Couwld the function be performed if the files were lost or destroyed? x} [ 1
With great difficulty. | _

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1) Ix)

20. Does the record series provide data as input to an EDP file? _ [X] [ ]
Summary statistical listings. :

21. Does the record series contain documentation produced as EDP printout? [x] [ ]

22. Has the Federal Government issued instructions governing the retention/dispo- . [x] [ ]

31t10n of theselflles See Item No 24

23. W1ll there be a need for these records 10, 15 years from now? If yes, what? _‘[ 1 Ix]

2k, REQUIREMENTS " The following'réqﬁirqs'thg files to be kept__ 15.  years:

a.[JSTATE 'b.[]STATUTE OF  &.[JAUDIT  d.[KFEDERAL e.[x]ADMINISTRATIVE  f.[ JHISTORICAL
LAW - LIMITATION - PERIOD =~ LAW ‘DECTSION ' VALUE

(Cite Law, Statute, or other reason for the rotention requirement)
45 CFR Part 74 (Grant-In-2id Files) 3 years from the date of annual expenditure report or

until all audit questions have been resolved.

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut Off 8t the end
of each -[]CALENDAR YEAR ~-[]FISCAL YEAR -[]OTHER ,then:

[ ] Hold in the current files area - month(s)/ year(s):

Transfer to [ ] State Records Center [ ] Local Holding Area; hold year(s)
Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off

Other: (Specify)
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(Indicate briefly rationale for recommendations above/or write additional pemarks):
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No. 11
Documents relating to the screening of children for abnormal levels of lead in the bloodstream.

Included but not limited to are; Lead Poisoning Survey - Case History Form identifying personal
and vital statistics, authorization and permission to perform tests, medical history, hospital-
ization data, and similar and related information; Results of test describing levels of lead
in bloodstream; correspondence regquesting continuous tests to check blood lead levels; Referral
forms referring client to personal physician, developmental services for mental retardation,
etc.; Authorization to furnish and release client's medical information and reports concerning
examination and treatment; Environmental lead investigation survey; and similar and related
docements pertaining to the lead screening process.

Files may be arranged alphabetically by client's name or numerically by client number assigned
by the clinic.

No. 25

Case Higstory - Remove client's case history record from active files when client reaches the
age of six (6) or after their case has been closed by the project office; then *
place in inactive file; cut-off inactive file at the end of each calendar or
fiscal year; hold in current files area for one (l) year; then transfer to the
State Records Center or Local Holding Area, hold for fourteen (14) years; then
destroy.

Case history files may be removed from active files before child's 6th birthday
when clinic personnel ascertain that child has had no abnormal blood tests or
child has moved from clinic. service area.

Master Index - Remove client's card from active files when client reaches the age of six (6)
Card or leaves the program, then place in Iinactive file; Destroy inactive index cards
when correspond‘ing case history file 1s destroyed. ‘\\g\d \S B.ﬂ.vs, en

Clinic Log - (Screenzng;Conflrmatlon, Med;cal Follow-up) - Degtroy when no longer needed for

Sheets reference or when all pertinent information has been included in client case
history file. .

Environmental- Destroy when no longer needed as a support document for use in follow-up eval-
Lead Investig- uations or when project has determined the health hazard has been eliminated.
ation Forms

Copy of environmental survey form may be included in a client case history
when deemed necessary by project coordinator.




